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Cardinal Flowcharting Standards

Step
Description

Batch
Process

Operation
Outside
Cardinal

Decision
Outcome

Entity
Name

Represents a process step that is performed within the
PeopleSoft system.

Represents a batch process within the PeopleSoft system.

Represents a process or step that is performed manually or
outside of Cardinal.

Represents the possible outcomes of a decision or analysis that
took place in a step immediately preceding.

Represents an entity (person, organization, etc.).
Used only when necessary to show the source of
important information.

Start

End

Document

< O

Indicates point at which the process begins. Does
not represent any activity.

Indicates point at which the process ends. Does
not represent any activity.

Represents a document of any kind, either
electronic or hard copy

On-Page Connector. Used to avoid complex
overlapping connector lines or to continue a
process on a subsequent page.

Inter Process Connector. Used to connect steps
between business processes.
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Time and Attendance Capture

3.1
Manage Time
Collection

3.2
Rapid Time Entry

3.3
Manage Absences
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TA 3 Time and Attendance and Capture- 3.1 Manage Time Entry

Employees in a workgroup
not requiring positive time
entry who have no changes
in schedule or default task
to report, do not enter time
in Cardinal — their
Scheduled Time creates
Payable Time.

Positive Time

Entry? ves

No

Employees set-up as Self
Service time enter their

time in Cardinal.

Self Service
Employee?

Yes

v

Non Self Service
employees fill out a
written timesheet and
submit it to their

3.1.2
Paper Timesheet

311
Access Timesheet
via Employee Self

Service

Administer TA Validation and
Approval - Administer Scheduled
Time and Reported Time Approval

timekeeper or manager.

If a timekeeper has multiple
timesheets to key into Cardinal,
he or she may choose to use
Rapid Time Entry

Multiple
Timesheets?

Yes

v

3.1.3
Access Timesheet
via Rapid Time

Timekeepers and managers
enters time for individual
employees through
Manager Self Service.

3.14
Access Timesheet
via Management
Self Service

No—p
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TA 3 Time and Attendance and Capture- 3.1 Manage Time Entry

Special Pay TRCs are set up to allow No )
dollar amounts only to be entered on ¢ Chartfield valut_es may be
the timesheet ) h q entered on the timesheet to
3.17 Time charged to an Emol " *task override employee default
Enter Dollar Special Pay employee’s default task mployees can borrow 1asks task profiles. Combination
No—— 1 Amount of Special TRC Correct? profile needs no additional on their imesheets and editing occurs on the
Pay by Date and ' task profiles_ or chartfields associate new ta_sk profiles with timesheet at the line level.
Special Pay TRC on the timesheet. the appropriate hours.
. Yes 3.1.9
Employees enter time by S
corresponding hours worked and/or DCP arﬁ;(_ertok N - Charge to N I(E:ntgr Cogt}) mg.“?g
special pays to a date and to Time ePar(L;fiIe’?s O—><_Borrowed Task? No 0 \e/;’ILes zrn e
Reporting Codes (TRCs). Timesheet
3.1.6 Yes
Enter Hours by Hourly TRC
Yes Date and by Correct? L
Hourly TRC 3.1.8 Combo Edits
3.1.5 * Enter Valid Passed?
Choose Timesheet No —» Borrowed Task
Date and View By Profile on
Criteria Timesheet
The employee’s workgroup determines Yes

which TRCs can be used on a
timesheet. workgroup. Examples of No
TRCs include REG (for regular time)
and OT (for overtime).

Profile Correct?

Cardinal has a ‘rolling’ timesheet, i.e.

prior, current or future period dates can
be accessed and related time entered/
° TA41 3.1.10
updated. Prlor_ and future Qates are 1 e Submit Time for ves Yes
entered on the t|mesheet. Tlmesheets Processing
have a predefined calendar grid

viewed by day, week, or time period.
Administer TA Validation and

Approval - Administer Scheduled
Time and Reported Time Approval

Submitting a time sheet
saves the time entered as
Reported Time.




Cardinal

6 of 10

TA 3 Time and Attendance Capture — 3.2 Rapid Time Entry

Entry. Dates are keyed directly onto the
Rapid Time Entry page and can | be post or
future dated.

3.25
Enter Combination
Code or Chartfield «——No
Values on Rapid

Charge to
Borrowed Task
Profile?

Time Page
Task profiles can be
borrowed for hours
Specific chartfield entered in Rapid ~ Y€s

values can also be Time Entry.

No Pay by Date and
by Special Pay
321 TRC
Choose
B Employee(s) on
Rapid Time
Timesheet
3.23
Unlike on the regular timesheet, time and Yes—— b Egtetr HOl:jerby
special pays for multiple employees can be Ha € IanTR Cy
entered on one page during Rapid Time ourly

associated with an
employee’s time during
Rapid Time Entry.

3.2.4
Enter Valid
Borrowed Task
Profile on Rapid
Time Page

3.2.2
Enter Dollar
Amount of Special

Charge to
Default Task
Profile?

An employee’s
default task profile

may be used in Yes
Rapid Time Entry. L
3.26

Processing

'y
A

Submit Time for ———p»

Administer TA Validation and
Approval - Administer Scheduled
Time and Reported Time Approval

Yes

Combo Edits
Passed?

3.2.8

No Review Exception

All time entered will have
combination edits run against it (if
3.2.7 applicable). Combination edit errors
Chartfield will be flagged as Exceptions and
Combination addressed via the Manage
Editing Validation Exceptions page.
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TA 3 Time and Attendance Capture — 3.3 Manage Absences

Donation?
Leave Administrators enter/

3.3.1
i : Access Absence Extended @
Start > Self Service? Yes—— » Management via > Yes
Leave?
Employee Self
Self Service Employees Service pages
enter/manage their
No absence requests. (e.g. FMLA)
* No
3.3.2 3.33
Non-self service employees submit written Written Leave Access Absence
Leave Requests to Timekeepers, Request Yes—» Managementvia —
Supervisors or Leave Administrators. Maintain Absences
Pages ot Yes@

No manage regular absence
+ extended leave and leave
3.34 donation requests for non- Donating time or using
Administer TA Validation Timekeepers and supervisors Access Absenc_e self service employees. No donated time.
and Approval — enter/ manage regular . Management via
Administer Absence Approval absences for non-self service Man_ager Self
employees. Service Pages
New Absence No@
Request?
Once submitted,
Yes Absence Requests are Yes Yes
routed through e L ¢
workflow.
3338 337 336 o35
Forecast Leave |« Input Absence 4 Input/Update |« Entitlement
Generated? Balances Details Absence Request
Balances
No Forecasting ensures Absence Details include Absences requests include Entitlement balances for
Requested absences are  Sufficient entitlement balances  absence duration, partial Absence Name, Absence frequency based absences

Saved for later or submitted. before taking leave. days (if applicable), and Reason, and Begin/End Dates. (e.g. vacation, sick) are
End Saved requests can be Forecasting may not be comments. An absence cannot be deleted reviewed via the Balance

viewed online via the Review applicable to all absence once it is submitted. Inquiry page.

Absence Request History types.
page.




Cardinal

8 of 10

TA 3 Time and Attendance Capture — 3.3 Manage Absences

Saved / Submitted absence
Requests can be reviewed via the
Review Absence Request History

page — which shows Absence

Name, reason, dates, duration,
workflow status.

3.3.9
Review Absence
Request History

A submitted absence requiring
deletion after submission can
be ‘Canceled’ if it has not yet

been processed.

A submitted absence
must first be pushed
back or denied by the
employee’s supervisor
before it can be
cancelled.

If a processed absence needs to be
deleted, it should be voided and
rerun through the Take process to
recalculate the balance.

3.3.11
Void Absence

Absence Management
Processing — Process
Absence Takes

TA 5.2

i ?
Void Absence? Yes—p Request

Absence
Processed?

Yes

Supervisors are not notified
of Voided Absences
through workflow.

No No
c | Absences updated after being
Ab ance ” No approved and/or being
sence: processed require reapproval
(TA 4.4) and reprocessing (TA
5.2)
3.3.10
Cancel Absence End
Request

Supervisors are not
notified of Cancelled
absences through
workflow. A Cancelled
Absence will not be
processed.
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TA 3 Time and Attendance Capture — 3.3 Manage Absences

New Extended

Extended Absences (e.g.
FMLA ) are requested via
the Extended Absence

Request page.

»-
E v Absence?
No
Review the approval status
and/or edit existing
requests via the Review 3.3.16

Review Extended

Extended Absence history Absence History

page.

Once approved, individual absence requests
are submitted within that extended absence
(e.g. Once an employee’s request for FMLA
leave for a child’s illness is approved, the
employee enters absence requests for
medical appointments.)

3.3.12 3.3.13
Yes Request/Update Enter/Update
—>
an Extended Extended Absence
Absence Details
A
Yes 3314

Extended Absence

Already Approved? Updates needed?

Yes

v

3.3.17
Submit Individual
Absence Request

Check Eligibility

3.3.15
No— Upload Supporting

Additonal comments can be
added on the Extended
Absence Details page.

Templates can be created within
Cardinal with validation questions to
check employee eligibility for certain

extended absence types (e.g.
FMLA).

Administer Time
and Attendance
Validation and
Approval-
Administer
Absence Approval

TA4.4

Documents

Related documents
(e.g. PDFs, URLs, and
free form text notes) for
the Extended Absence

Requests can be
uploaded into Cardinal.

Within Extended
Absence

Extended Absences
are routed to the
correct extended

Leave Administrator

for management and
approval.
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TA 3 Time and Attendance Capture — 3.3 Manage Absences

3.3.18
Review Leave
Donation Request
History

Outstanding leave
donation requests are
viewed, tracked, and
edited via the Leave

Donation Request

History page.

End Yes

Request to
Donate Time?

Yes

Leave time is donated via

3.3.19
Create/Update
Request to Donate
Leave

the Request to Donate
Leave page. Vacation
time is donated in 8 hour
increments.

<

Request to
Donate Leave
Denied?

No

Request to
Donate Leave

All workflow is
routed to the
Leave Donation
Administrator, who
No can Approve,
Deny, or Push
Back requests.

Requests to Donate
Leave can be pushed
back if they require the

attention of the
Requestor prior to
Approval.

> Reques_t
onated Time?
Yes .
v Leave Donations are
3.3.20 requested via the
Creaté /Up date Receive Donated
— Request to Leave page. A
Receive Donated Request includes a
Leave Start and End date,
Days Requested, and

Request Reason.

Request
Denied?

Yes End

No

Request

Approved?

4

3.3.22
Run Leave

Recipients not needing
all leave donated can
request that unused
leave be returned.
Requests to Return
Unused Leave are
autoapproved.

3.3.21
Create and Submit

" Request to Return

Unused Leave

Transfer Process
(GP_ABS_LVDN)

During the Run Leave Transfer Process,
donated leave is transfered between donors
and receivers.
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